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20emexW@loM  HoepaIotigl eesallqy aleone. @Mile:sud mlaaieile). aflalw

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’
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$QUdleElRIss eesalmy omieaglenol 833 wlamendd OQImy Qldhafl@d  cmoall

GMOER] QITME.

Sanctioned Strength of Typists

Name of the post Sanctioned strength of Posts
L.D.Typist 200
U.D.Typist 198
Senior Grade Typist 198
Selection Grade Typist 198
Fair Copy Superintendent 26
Fair Copy Superintendent (Higher Grade) 13
Total 833

DRIBHIMIB - (JAUBTM al@lmudl@ (e-working environment)

4.5.1 seie0emle a0@@ a0emex@Imow] palcouileam e-Office -0o allallw
YolH86es MlIAQanemaBImoe] @mc@ouﬂ% Q@I O BRYQ{lELHHMDSBo GV
OAUWQHSo @S| Cal@M®ITN Qidsafloal eleoemle; adomm adlmudol (e-working

environment).

4.5.2 Q)@ eesalqy alleom. @aledud dlanilass @red &0e0RIWERES
audllallaieeasud  cwalRly@I@d 178 50010eIeERsl@d  -630adlm)  (@JEINDEHI®D
mcm'lgmg”. 14 (a@lmoel) &0eLeIREREITd  -630a0lNY  @R)E-EAUIRIN6Y. 151

(RFOMIOO®ONTY) $:0@50IWERSIE3 0-630a0lMNY MSalRNEHIMIWS @RAICUBHERBME.

4.5.3 amafleod® alalw smoepeiweasgloal e-aoadlrvlen  ojeedn®  alymymy
apigeaaglenem. 2021 - M @Wate D-830adlM) (JERINTEIT QUMM HILLIREERUB € -
envionment-eales  MIQIMN@IMPE8  @RAIMLONIMmE  ceisomlenem (Transitional phase).
adl@dowy’ gAbIQU) B OPL0LIEERUB @SIMLOIMAIES) e0-630adlmy’ aJCRIN®I

HOMROTIQISBBO) 4jQU6S €lA0IE|EsM0:

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’
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@OV aldBa] 6£302illdu8 eI W4 Qlltdd:elMo:

4.5.4 665q] 62N QUGIHSESQo AUIERHBESWo @RSIMAIMODIB H6Sallmy
glameomes 6202l HeMEIEH UMMM A, 20l MVIAD 2RO (VST
mnsgs)ckjg'l%mg“. af)MI@BIMILfo 2l (@JBrIMo m’]oged,(&oy'lg'lgg@@']momﬁ @A QAIRLS eIy
edlual@d  ceeUOSO yetly Q@M $HOEPLIWEBWY odEdw  al@levrdwmEisd

B 06MBHQYENRIVI.

g0-630adlrgo MemElMHeo (Drafts):

4.5.5 QIn0all® 6390l (@JUIBGMIMMEIBHOTIT HOBHOQYLOD (I
adllen®@d aN@AEE8eSIaje MVARBAEBMDo el 2IATDM® QI CALJERPUTVNEM
@RoUIBHIO0  MUMINGElY afEID EHITDEHOBSWQYo mgmosm“ me»eeud  (Drafts) agan
allaieslslBm@’.  GRIVGE YOTIGHUBER CUOUYSS BIDEMIERRIBHUdER. MIMWEIS
DLAMREM 2BOH®I]® GUBHUNYYSS GPAIRYSS croto’lmce;cﬂqdoe;gom" @PANAIHUB.  af)MO@D
200l@  (MVIADAIRKDITIME  MEB@I-BRING  (JAUBTMHUE @adle)8s  QIPMVe  B:O60I
QITHHQI6M. 0-30adlTy  geuol@e  HOlEH@  HAMENIB  OQIOIEE]  M@IL
MBPBEIT  6ReJERPUNMLAR  @RoUIl®:0Pe  (approve) M@BG:EMIIUE @O @
@RMIEIHSIV]  AOQHWIE . @REJHIAYSS  BRMIEIBEIM  e6salmy cmile.dleal
dlaimeImes GLQIMo @)UY ai@marley. moasoeflm 630adlmy’
QUBCDMIMRIBHUODIT  MNEDLBHUY/ BHEFHHUWBERe  @RAIWIBA!  (JAUBCMMEBRUIEHIWI
e6sallqy onflewlen Hlameides’ mlunely m@mslaldlesmm  @ovleuisases
TUED SO0 QAUBIEOUANIET @TR® MIaN2IBk QUBHAIEBAND . @OQDIMI®I
@RIN® (@ YOilee200] snirweals” g soadleavyg momaiwd (District Officers Manual)
@0@0 al@latoellesnemr@on) Mmladadsflclensom eElquQ®UWER. @oal:now @ TVED)

MayYealg Q@MU dHIEMIYMN@I6I .

4.5.6 @M@ alHBq] emRIBWBHIW] eesqlny wHlameiee  eajog.

ARl HAMH@  HAMHEIG MHBDEBHUW  (HEFHUE)  OOGHROIQYINT  ©6MT3

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’
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d@leglenem’. aimindal® GlOIQIGE GalalQHEld MQQIOIBBAN MELIBUS (HHOFEHUI)
ablilemen®l eeE&RIQIMDMIEN BMIVODE® Gl®]. D-62IT PEEUM HOGBAIGIMNDIET
EMRILOE® Ol @  Aoleglel  ©O®RIQIN HESGHSIT  @RoUIlGD
HEFHSLIOOHAUQAPETTE . BRUIGH® BHEFHOSMMIGE QTN Blolwlmd anwe)sslwd
@Al al@EDMMEMINSIale  GABJEBRWMVNM  GRUIGBEIEBIN  GHEFHU  af) MA@ No.
@RI H0eAR0TMDo TVodHlg] (@GOG QIOIEBMDAIQ chOr]QdCOJG)QG(TT) @PAUOQ
alglesanmissQes.  odrilenm 65608 06Sqay sflamenides eeea0Qmoy
£a0QA@ GMoafl TYIME@Od QeeuMm@oETY. @ MIBENMQo  AIEEBAN  &HEFHEI0d
@QQIOIBBIN @RAVAIHU 0-60Qled eaIMEWI adlnilenanewd LaTYMIBED GlaElod:
M@HTR.  06Sa] 66008 OB DalcIUlEHMm@ITISe0EM@IMIBE PMBE0L16ERES
@OYAUWRIWI@mM  admAleAICUDH QR emoeilages  MlAQanemooimow

alldlewodilesmermo ammoale).

aNQAHES af)SINOTINEIQ SO0

4.5.7 @M HeEREld KOl OMileagea @lamendd  @QQOOIERM
HOFHSOS GRAREYHUB OQIOIEBHWIRI®BM 66Sallmy ®aledgen: dlamsenimes
@wom ezsoefl. 20l GRMEleHEDIB Alalw BHegHEEsQo @ao%rdﬁagczscgo aRBOl@ alsso
HOlea@ omjledlea slamesdd @em m’l@(ynrﬂ_r% Cald@mMM 6ald®  cudldloem’
adl@dow’ quawl MSOBI© &IEYPEIWERSEITE &:06Mmam Muowlg@y. 2021 - 2022 - @
E0RIGRIEMID; anAloUIlN @SEho @0l EHIEPAIWEEBREIT GPANM (JAIBOTHE:U3EHIW
06Saflmy @lamenrdes eIl anaIdEI®d 47% &M B:0IMoENE0W@lBMe@aE:lcd
2016 - 2017 - @ - a0l ®SEo &:0lg] BHIELPRIEREITd OVIMEI@E  74%
-O@ BOQYMROIgeNE. adl@dow’ qual SoE0eIWEBEIT @ROD: DeEIWIGlEBM &oal 66

POMAIMAIHEM Mo AlOMAVCLIDTIMY GWO&&O(H%&:@JGT@O@T.

4.5.8 om0, HOOHUW, qLVAMEIG, MSalSlGP, EIYFTEAT, EMIg AV

OSEEHOAQOS  @RANAIHU  @QIOIERE  af)MET  606Salm)  ole.sdeea

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’
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Hlm@IaI@ al5ejd000 Mletiloaowiges @wom emoeils:ud. adleda’ quaul msovilw
$00H0LIVEREITE IRO (IYOVISSIG DNRIW NEMPOW &HOAT BoadlTy erBREM
@J&smoem. 2016 - 2017 - @ - anwellowll @SEvoe B0ly BIELPRIQEEREITd QR
emoelleaglelmow ol 78% @oem’. 2021 - 2022 - @ o - an@ell.nll’ @SEe &0lg)
B 00502IQ6ERE|Td R® emoellealenriw &oal 82% @gem. e=0elsal@d adledow’

MW B00L0RIWEEREIRINE S Qmomﬂ%gg &0l 77% @ryeemMooe QlleiaGommo.

4.5.9 <ﬁ:(T)_Ié§(3 H-EENI0BMU  ETLIRY HAWQo @JBIMo B.aIQYMN @OMIVWITVOWo
MUDHEYYo  (JEWIVMESTD oJ@@IW] ETLAIMOI@  (@EAIWEl, HABEIGIRIWIEBQ
oosg?aogmomos ETLQIMo  (JEWOIVMBEYFOMIOD® VI MR @JIR®  BHOEEBRUD

m’ldcyoo']nd QIT3MD.

@AV (RO E:0U3E5 I @RAIGUAHIEBM (JQYOTD)EUd:

4.5.10 s005e1w6ERgEod s TIMBBM odMiler@d n0WaiBER0w NIMWeals
06Saflouy  cmoalldgo g ©6Sallay Hlam®:oee @YUM  HAEBLIEIW
HAm®od ©OHRIYMM HEFHSOS @OINAJHUE GQINIEBAN 60els8n06m @RI
ald@a] 620068001 @PAICUEIEBM@. MYOOMIVWDo MIEMEAYM G@oUWlH (JQ@No
@QQUURRIWIUTON  SIENYERICHMB  TVLIRINIYSS (JQYOIEU3, (s(rolc))g@mngoe:ua, al@leUIWMI
Aleajodgeud, mud@l alleem al@le:aud agmilaioa’ @AM oGl aliso. QR
QYODB680619J0@ HCla] OWEIHSES OBBSEo MQOOIEH, GOlE® HAUMEHOAd
QIO M@ @oAVA|HSleR DSBS MHETBROS allmyoroe (alignment) @aoqlgas

af) M@ @AN@ ald@a] 62003 al@ldl®eaISIEleBMe afM@IET QOLNIB@N..

Mlayel Qo Al OeSaflUllme cmoailsslealVas m0Qq:

4.5.11 co@sHoee emoelseslsd am &0l eesalqy  oajeaslen
HAIMBHIMOS 63DEBYPUIE @IMIBQRaneMEI@S Mlakal (Jaidom] ruaomla’ (idle time)

BOEMAO B QYENOWI. SMYSHOOCTVHOR (@J000E CRISODIG (@SR @JTR®

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’



14

@QUMOWBES EMI®  80-3dadlmy” - M HSMe QAUEGNIIAS @RIVLIWIREMAIW QIdUlEBM
Aol @oallessQo  (abnormal  increase)  GLAIBMIM® aldBM  BHHOO®  (Service
Productivity) 6Boat&e20@)] sniowlesom a0 al@iR6NRIE:& Qo ©21Q). TP dVIAO.2IOk0
BYIQUICHHMNRD BOHM  MLUVHEYODIM  GRMIUIEYIOEMIN &N (MVIAN.2IEYDOTITI
06salqy lleows sllamenien ag emoelsges mldqenemodim mlewouslesaoad

QI |ELIBHUMIB/EB0adlY caWIlG:u8 MBeNIMUImEIE:GQENEOQS.

4.5.12 oM@ 66saflty emoelegl@d mlae. aldlmarw®. eesafl.wy auiedal
8356218 0EMAIQAET  JTR®  62302lB0d.  MVVHEPAMN.  BRAOQ EOLERNG Wl
emoelleud  agar  alglemoqimmosy. ‘eesqfluilme’  ammoesoeng  allaieslesano
2158000 06Saflmy sHlaimeEnodes m’lm@']ad m@dsllglejoom@oe ©6SafloUil@d ey
@oaflemye @R ILelaTmDe @RSIMVAIM oeamJégca AlRIZEMIMo BB MIBQYaOlEBQUIM
moowlesmm  emoelldud  af)M@@de. 9eRLRWIVA  GWrsMIdleal  @REWIReY
HEHlSEeRIMIQ Bdadlry @RYMAWM @aUledsleal Hlamenides mldqladlesnomd
S emoalagoemlal es.edl.dled 6anaIQe a0WQe CWINIMEHU @RBDE ] D@
emuailalad wmig. alQam e6saflqy omileolcd QUBHETBSOS  ETVLAIM al@lalgss
nnled eww/emeleHm e  =Hlamenod  mEei0)8s8  62=0eleudes
Me@oUIlEneaISIBlERMM MVIa0.2IBY adl@dw UG @oemd@enzol. adlmdouw’ quaul
msol@ @oeypalwasgleal 105 omleeslad 41 dElamenide DaldiIce 6eSafl.uillm®
c¢20ell®:03 MIBQYOlEBMAIEIEM. @RAIIME DM@ LMIS. OOBIQM MRajdeeqimud]
OMHQIQW  £aNWA HIa]l YT (0@ W) omile:dleal  @lamenias.

@(fas)mg’lgmg“ :

06Saflolm® c30ailH80 BRAIRYES GRYAUUBDKHLO W

4.5.13 eesafluilaes  @oallemy  @riveyliepom  eesafl.vlloe  emoaileud
mleialeal a0 .aleiEIT -an@ellowad®] @RERAIRIWI NIMWeAISIClEBMD. adlrilen®d

CalajQd  g-anefbullmowl amuomnIEms@Ie (WiElgeeaim) 6.aiQd) QR

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’
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eBORIHBOS (WM MVIRIAK. BRYRMIMIG EM GRAIOW RIS anweil.uilon
(e-Fiing) @meeninw  emoelle:ud (ancilary jobs) @@l  al@lnemlenoqimmosm’.  eo-
agaBaicoeemdlealdnss aldladomm caigoml@d (Transitional phase) ealgai@oem’
QR e20elH085/060amM@IMIT  -aneilis BRABMINW  @JAUBOMMINTE|EHUBRS.
TLUMYARENAIWe  DRICHIMIG  (JAUBGD®  aldlrudlololealss (e-Working environment)
2OQIMDAUOE @A B0adlTYHEES MYNBDIWY (JAUIBCOMOTIM  @OEAIBGHETTIQYRET) .
MAQYaOlEDSIGMN HAODARTHIOMR TLIBOACIHIE®R @RSIMLNIMOT@S @R c=oellee8

MUDBHEPBMNo 2JAUeS QlAIBlER. (JErBo @Po MIGBIENIYMN@IEM
. @al0@ JYODIEUD

l. o wVI4] (YO E0B

lll. eveieHoemile; e©nQImS @IQole:ud

Il .0 HOREW UM (JQYODIBHUB

IV. (0)"](8%_5 a0EH:86S (WIlReeRIEMIaHM (JQoTileud

@I (YO HUI :-

4.5.14 adl@dowy quowl $0e0eIWEEBREIT aRQOj &SOM@ eesSalay’ Hlaimenieo
66Safl.ullme JQUROD 3L mlewouilgfl@lesoma ®alo®d QYOI HE6S
MIBQYaOEMOBIMOQI6N . so@Imowl 21 (ED@alOBIO@OIT) Ll e
m’lc@om’lg’lgg@@omﬂ 06N, GO MVAW. JDIGRIM/ IO aldl@asm AIMNQIE,
©®alo@d - @AM @GO MIBQNSlEBMM eesalay Hlaimeodas ojocamoemlo).

oo soeypeiwasglaje @IRE  @HIEPRIERSIRIMOEM DjMHIEYSS  HlAIMENID

SSORIOQYSBO) .

4.5.15 200l@ MUOANLIENTIIEE oJAIES Bal@ERBo (@E0®0, oJOGR MIMMe P @®o

@;smoaﬂx\g@@om“ @ 000LIQ6ERSIT AIElEBM®) -

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’
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> QQIMLN%al® ARG alElesmm adlmilen@d SSAMIBHB
> -6V PEUOMIE. 2IElEBM HSRINVH3,
> en-630adlmy’ (Central Registry Unit - CRU) gesum aiélesan @;selocg\goe)ui&

06salmy’ alleove Hlaimemod MIBQOIERM @ald@d (JQYOIBUB:

(ag) adnIlEn@d ®alo®d:

4.5.16 coe/eryNMARIEd MIMoe ©6BGRI0! aIElesm chSQlO(T“‘tlg(ﬁ:(fa (ablonVlEe @)
MPOM 6).21Q)dh, 0-630adlMVl@d @PAIReS QfludEIUBEERUY EalBD -6l geudasilenye
adnJlHRoQe @A NINWeAIS DEBPNNVABE @0 @l@ly M@B  af)MlUIIET
adIlH@  @aldgiBUd  OOB@I0Kw 62l  66Salqy  Hlameod aldgdlesam
emoelleud. @almd allueBlewseBUd GEAIeNISODI MYeleRmMm@Itt. & GRQM@IINeAOWS
dlaaigereolammm  agoimundal® @ao@d almeem  elqud  e-adadlavlae  Gueaua)e
al@latdelly  eatommo. ®aloajdses  adlamdlened oJceafaqdﬁaUa @ROI®  HOLBAIBEE
©65H00QM@IM  YmW] @PAIYeS allwEUEERU EIMY® EHMRGIG coaIOFEDM

e2302{lB:80 ©6Saflny’ Hlameod mldqiatly AGBM®IW] B:06mo8 B:¢len1..

(enl) spaigHeMIE; @ald@d (e-Tapal):

4.5.17 HSANNIHSOS Wldlomd alyian9@e e0-630adlmy’ geudsiles MLIWAIL:INEY
Central Registry Unit aueallwome  geuoamleads . Central Registry Unit (CRU)
muonilwomamleal enamdso-oMA@ aqudseije CRU Mail quodeie @Ie@Immealgon
oeaseloaq\g@;cra (®alogjdu8)  MINWOAIS OMVBHUMD  HOEBDOABL m‘lmﬂg{] M@BOM
yoviosm malles MldQatlemeosmay.  ‘emso-dd quIdsekN gl eiElesm
®alogjdglecm@d  @adomlesan  eesalay  &laimenod @aselocr«gaag'ls)el O8BSHo
al@lewoowly eUoate diarise ealQ’ allallw emUEUMB HAMDIALH ®oo @@y M@IEMD.

CRU Mail geaoale. eiElam @aoejeslod  domlesm  eesaflqy  slaimenod

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’
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MNITWEAIS  af) §TOGHTOHUB/CERIGHUE  (WDEMERINY a1  -80adlTUlmd  Gal@ERam
emoal@e allsuommueeme @Al GMEIT HTVEUM HALRAIAL OOHAIQIM coalw.

m'lc&qm’l_r% QITMD.

WM 4] (YOO UI:

4.5.18 adl@dwy quaull &0ePeIWEBREITE @ald@  (UTTHUE B Flemocd
aBQAYAWldro e6Saflmy QN EH06)® 66Safl.ullme JURODI B UBLH0O
MleoUilafl@lesm@ 6w  (QAIBCBIG:UBEHIeM. o@mimow] 11 (adlemom’)
Ll e m?c@omW_rﬁ%g@(mocc»? @06MMD. BCE MVAW. (J@IGIN/(@@IQI0E ~lGlGasm
QQIMUN@I@3, B&AWIYIL] - @AV (YODTIBU TAQClEBM eesaflay’ slaimenodeas)
oJOGAIMI@. a0 &IEPAIWEREIRje IRJED  EHIGIAIWEEBRSEIRIAET) D@00 YSS

ZHlamenod &SmRIoQSsO).

06saflny’ alleowe Hlaimemod MIBQIAOIE8MM HAWMVI4] (JQYOIE>Ud:

(o) aOlNlEn@ HAVO.4]:

4.5.19 adlavleen@d ecwmosfmoed aiclesmm &S@Oﬂq‘%@:(@ OWM04] EEIqVCI@d
COAIEFODIQTIM0 Gt  NITWEAS BEPRIVEBEEIeRIY BRI  (JYOBiE:Eo
e6saflmy’ alleowe Hlamemod mldqdlesmeens. eslequda, aodawlmdl, oyl
2B @ DSEEQSs adlnilen@d @alogid8es HUML] JadTBIG:goemlal.  eedfleayauy
cmoq;g@;u%mo aJdlowy csmoq;(goe;(faoessoqgg eglequday’ & @il Galnqy e=Hlqa,
el ewaladl@oss eenes@d emweladl eHITYE, eal® WMEBUBER. snBSI-
MA@  MVQINWIMe  (OIAIBODIHAIBHOIOD  HIEPLIWEBRUIGHEYSS  BIBIMOl  eeflayd
aparlEBem@es eHIUQR®Ud  aldlanelssmm  gaoeiQe  eeSaflmy  Hlamenod
MAQYaOlERTR.  HSLIAYHOS TVeeNIMUlg| QlludBIewREERUE MITWEAIS EHITRQHSIwS
GEELOAISTDON caoe|1aago DA m’]@(yoo'lgd QI@aR. MYa|dee IOl MMHQIQ Hanwd

edoafl myeleE’ omile:dleal glaimenocs. QR YOI B03 MIBQYAOIEBMMN VIO 2B

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’
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adl@dow’ qRAWl #:00021EERSI8 06N QMW B &IIBRESITd HAWMV4] HABEBAID
82N DOMEe (JUTDHU 06ajoud camdemog @Mle@led 50,200 - 105300/-
emailaled  vemig. alQam 6@ eHIa] MyYaE omlessgea slamendeoem’

aﬂ(aqno'l_r% QITBOND®Y.

(enfl) spaieHo6rmile; &aLM04] (e-Despatch) :

4.5.20 0o  @OEYPEIVEEEICAIR  OWM0,]  ©aIGQEMTFAN  SDAIGEHIETIE
cG)SElO(TG\gcﬂ:Ua (@—@:SEIO(TGB@:%) 0-a0adlmileal MG TVVH:ELK QEEIM  HIBLBDOM
Central Registry Unit - e ‘Received Letters’ agom 6andBawd/eocdesniog - @d
BIRYAIBBMD. JTR® 6andUdA/memiog mudle. dldleslaseq. @a @oan darise
£2IQ) GUBHo OBBSHo al@lEUBIW,] camdalaloauaneau@ly] nImMbeals HHIOYLIVEEBREOS
00IRHEMIe;  eawlcd  (e-Mai)  allenmuomsiealss @Oy  OBOFEBM QYOI Qo
EDRIGRIEMId: eI,  (e-despatch)  domHWBemID]  dlewoulemeaigl@lesmm
e6sallqy omjledleal dameod dmdqaoleasmoes. m-eawlad alanav. aigaloom
SHSANNHSOS oJcB)(aqdcﬁ:Ua @flagog’ af)SO0Y adlorlen@d &MY 5flmow]
mleworilmeodidlesmm Hlamenidas eeBa0QM @YTDIQ. @IR® eoeile:u3enonl
dlewodlafdlenmm  eesaflqy slameod  @ldqedlesae.  @ste® milw’  ealoqy,
eHIETYW’ GaldqY, EHIGIRA ald@MU@S afMINIWES @RHIUBYERUIEHIQS EaldTY® Qldaa]
mas%asﬂ@'l%g@ CSI POS (Core System Integrator Point of Sale) agam emvuong eqi@dcl@d
2lE6M alln Mldem@ aflenmue (Tracking Identification Number), aulle:.domoalled aflaioave
(Recipient’s Address), ®alo@d o@aislqes @@. (Weight of the consignment), aomi” alles
(Stamp value) aUoNITWlgl GaIBEHEHUE QAUMTDINDo  EORIGHIETS  HATVILL  (e-
Despatch)  (@adomlewdaemo] mlewodilafldlesmm  eesajlay alleow. oajlea.geel
M E0©6M. gm H0a16RsIed HAWMI] HAEBAIB MIBQINClsla@mm@m’ muacmarw
@R @UBODNHUW ©an@@ EHoafl MYeleE @aleagleal sflaimenoase m’]@q;orﬂqd

QIO

e6sqflqy omfecieal ezl ameidge ofMATIBERIEBM® MoeniMUly) @Iyl alom dleqfods’
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e0RIG6Me; 6Nl (e-Mail) «Jqole.ud:

4.5.21 @RSIM@Ie MVIaNIEIERSIT EEGAIGOEMAN aNdgy  TVETBUBERU3ER.
mc(gm:)@'l QM oaimRgled  mlaaleerolaon  IBMS  ausallwome  mildqiadlaflaom
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‘Personnel and Administrative Reforms Departmem—(jrder dated 02/03/2022 in OA No.
326/2022 filed by Sri. Anil Kumar.-N. & others before the Hon'ble Kerala Adrrumsnatwe'
Tribunal— Complied with - Orders issued. -

Personnel and Administrative Reforms (Rules) Department

G.0. (Rt) No. 137/2022,4’&ARD Dated, Thuuvanamhapuram 20-04-2022

Read:- 1) G.O. (Ms) No. 224/66/PD dated 03.06.1966.
' 2)  G.O. (Ms) No. 309/68/PD dated 10/10/1968.
3)  G.O.(P)No. 70/1981/P&ARD dated 29/12/1981.
4) Representation dated 4/01/2021 of Sri. Ajith Kumar. T.V., Chairman,
All Kerala Typist and Stenographers Association. .
5)  Order dated 02/03/2022 of Hon'ble Kerala Administrative Tribunal
in OA No. 326/2022 filed by Sri. Anil Kumar. N. & others.

‘ORDER

As per the G.Os 1% and.2" paper read above, the workload of Malayalam
Typists was fixed at 20 pages of 28 lines per day and that of English Typists as 704 lines of
10 words per day in all Government offices including the Secretariat with due allowance
for the typing of 'Tabular Statement'. Later vide 3 paper read above a few standards were
given for typing matters other than straight typing from running matter, such as stencil
cutting Statements ete. based on the standards prescribed by Government of India.

2) . As per 4" paper read above the All Kerala Typlst and Stenographers
_ Association submitted a representatlon before Government that after the implementation of
e-filing, typists were asked to scan tappals without any limit in terms of papers to be
scanned and were deputed to Section for disposing pending work along with their routine
work. It is also submitted that as the work load was not fixed, women typists were
threatened by their superior officers to do all kind of office work and lack of proper
assessment of work resulted in deployment of typists and also curbs their promotion.
Hence it is requested Government action to issue an order prescribing duties,
responsibilities after assessing the work load for the post of Typist in Government service
since Government Order dated 29.12.1981 has become obsolete.
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" 3)  Aggrieved by the delay in considering their representation, the organization

" preferred QA 326/2022 before the Hon'ble Kerala Administrative Tribunal highlighting the

above aspects. The Hon'ble Kerala Administrative Tribunal disposed of- the OA

" vide 5" paper read above, without going into the merits of the contentions, directing the

first respondent, i.e., Secretary, General Administration Department to consider and pass

appropriate orders on Annexure A3 representation, within a period of two months from the

date of receipt of a certified copy the order. The 1* Respondent has entrusted Secretary,

Personnel & Administrative Reforms Department, who is the 4™ Respondent for further
steps and to comply with the order.” ‘

4) Government have examined the.case in detail. By Annexure' A3
representation the Applicants demanded to amend GO dated 29.12.1981 and to issue a new -
order defining the duties and responsibilities of Typists in various departments considering
the present e-filing environment which is under implementation throughout the State.
This requires a detailed study of the workload of Typists in various departments and a
meticulous examination of the scenario. Personnel & Administrative Reforms (AR)

. Department is the Secretariat agency which conduects work study with the latest available
yardsticks. Hence, Personnel & Administrative Reforms (AR) Department is directed to’
“gonduct a work study on the basis of the demands raised in Annexure A3 representation
" and:to submit a detailed rejort before Government for further suitable action.

: 5)  The order of the Hon'ble Kerala Administrative Tribunal read 5™ paper
above is thus complied with accordingly. - _ ‘ o .
| _ ' (By order of the Governor)

DR ASHA THOMAS I A S
ADDITIONAL CHIEF SECRETARY
To _ .

Sri. Anil Kumar. N., General Secretary, Alf Kerala Typist & Stenographers' |
Association, Near Vanchiyoor H.S., Mallor Road, Mathuvilakam Lane,
Vanchiyoor P.O., Thiruvananthapuram — 6935 035. o

Sri. Ajith Kumar. T.V., Chairman, All Kerala Typist and Stenographers’

Association, Near Vanchiyoor H.S., Mallor Road, Mathuvilakam Lane,
‘Vanchiyoor P.0., Thiruvananthapuram — 695 035. ' ; '

The Registrar, Kerala-Administrative Tribunal, Thiruvananthapuram (with C/L).

The Advocate General, Kerala, Thiruvananthapuram (with. C/L).

Stock File/Office Copy. ' o : .

Fbrwarded /By order

“Section QOffie
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Copy of G.0. No. 70/81/P&ARD dt. Tvm. 29" December, 1981

Abstract:- Public Services — Work load of Typists in Govt.
Service - Further orders issued.

Read:- 1). G.0.(MS) 484/64/FD dt. 21° Sept. 1964.
2). G.0. (MS) 224/66/FD dt. 3" June 1966.
3). G.0.(MS) 3..9/68/FD dt. 10" October 1968.
4). Govt. of India, Ministry of Finance (Department of
Expenditure) S.IU. of Memorandum No.18/(8) dated 26"
February 1965.

ORDER

In the G.0’s read as second and 3™ paper above, Govt. have fixed
the work-load of Malayalam Typists as 20 pages of 28 lines per day and
that of English Typists as 704 lines of 10 words per day in all Govt. Offices
including the Secretariat with due allowance for the typing of tabular
statements. The expression “due allowance” for typing tabular statements
has not been specified so far. For giving allowances for typing matters
other than straight typing from running matter, such as stencil cutting,
statements etc., the Govt. of India have prescribed the following
standards:-

40 Cutting Stencils . Add 25 per cent (ie. 100 line
to be treated as 125 lines).

ii). When three or more copies : Add 25 per cent.
have to be taken out by
inserting carbon papers.

iii). Statements . Add 100 per cent
iv). Typing in half margin or : Deduct/ 25 per cent (i.e. 100
draft. lines to be treated as 75
lines).
2. Having examined the question in detail, Govt. order that the above

standards prescribed by Govt. of India will be adopted in the State
Government offices also including Secretariat for both Malayalam and
English Typing, without any change to the basic norms already fixed in the
G.Os read above as 2" and 3" papers respectively.

3 Consequent on the adoption of these standards, the proforma for
recording the work done by the typists prescribed in the G.O read as first
paper requires modification. Hence the form of the Daily work-load
register to be maintained by the typist is revised as in the form appended
to this order. The supervisory officers will ensure the correctness of the
entries made in the register by conducting random check with reference to
the files concerned and attest it daily.

4. The Administrative Departments concerned will take necessary
action to incorporate the form of daily work load register in the office
Manual/Department Manual concerned.

(By Order of the Governor)
P.1. Chacko, Deputy Secretary.

C:\Documents and Settings\rodb\Desktop\G.O.Typists.doc
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Abstract
Personnel & Administrative Reforms Department — Order dated 10.12.2021 of Hon'ble
Kerala Administrative Tribunal in OA No. 1659/2021 filed by Sri. Anilkumar. N, General
Secretary. All Kerala Typist and Stenographers Assotiation and Others - Complied with -
Orders issued. :
PERSONNEL & ADMINISTRATIVE REFORMS (Rules) DEPARTMENT

G.0.(Rt) No.110/2022/P&ARD " Dated, Thiruvananthapuram, 28-03-2022
Read: 1) Representation dated 30.11.2021 submitted by All Kerala Typist and

Stenographers Association.
2) Order dated 10.12.2021 of Hon'ble Kerala Administrative Tribunal in OA No.

165972021 filed by Sri. Anilkumar. N, All Kerala Typist and Stenographers

Association and others. X
3) Circular No. 06./13/Fin. Dated 17.01.2013. -

All Kerala Typist and Stenographers Association, an organization of Typists and
Stenographers working in various departments approached Government with a petition
read as I* paper above for re-designation of the post of Typist as Computer Assistant on
par with the precedent set by the Government in the matter of re-designation of different
‘cat'egories in public service. The Association has been raising this demand for the last
several years ever since Computer Word Processing was included as an essential
qualification for the appointment of Typist in various departments and also filed an OA
1659/2021 before the Kerala Administrative Tribunal. The Kerala Administrative
Tribunal disposed of the said OA as per the order read as 2™ paper above directing the
2™ respondent, Secretary, P&ARD to considér and pass appropriate orders on Annexure
A6 representation filéd_ by the applicér_nt as per I* paper above, in accordance with law,
after affording an opportunity of hearing to the office bearers of the 1*

Respondent/Association within a period of three months from the date of receipt of a

copy of the order.

2. Accordingly the applicants were heard on 28/01/2022" at 11.30 am. The
applicants submitted that Government have set a precedent by re- designating several
posts in public service in the State either by accepting the recommendation of the Pay
Revision Commission or based on the representations of the service organizations.
Hence, they requested that the post of Typist in various departments of Govemrﬁent be

re-designated as Computer Assistant as it requires no financial commitment.



3. Government have examined the case in detail. Though 10th Pay Commission
had recommended re-designation of Typist post, Government had examined it and Jid
not approve. The Eleventh Pay Revision Commission has not given any such
recommendation. Posts are re-designated according to administrative requirements and
essentiality of duty only in unavoidable conditions. From time to time, posts are re-
designated as per the nature of duty. As per Circular read as 3 paper above, it is well
defined that re-designating posts at inappropriate times, without observing any Rule, will
create severe consequences and may lead to demand for hike in pay scales in futire.
Furthermore, similar demands may be raised by other departments also which may ro-ult
in extra burden on Government. Therefore the demand to re- designate the post of Typist

in various departments as Computer Assistants cannot be allowed.

4. In the above circumstances, the request of the Applicants in Annexure Al6
representation cannot be agreed to and is, therefore, declined. Order of the Honble

Kerala Administrative Tribunal read as 2™ paper above is complied with accordingly.

(By Order of the Governor)
Dr. ASHA THOMAS T AS
ADDITIONAL CHIEF SECRETARY

To

Anil Kumar. N, General Secretary,All Kerala Typist and stenographers Association,
Near Vanchiyoor. H.S., Maloor Road,, Madhuvilakamine,, Vanchiyoor P.O
Thiruvananathapuram '

The Advocate General Kerala, Thiruvananthapuram (with C.L)

The Registrar Kerala Administrative Tribunal, Thiruvananthapuram (with C.L)

Finance department (vide U.O (f) no..Exp-B3/294/2021-Fin),
Stock File / Office Copy

Forwarded/ By Order,
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